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A g e n c y - Montgomery County Government (MCG) D i v i s i o n / U n i t 
Police Department (MCPD) Administrative Record Series 

I t e m 
N o . 

D e s c r i p t i o n R e t e n t i o n 

1-1 

Field Training FTO (Field Training Officer) school 
administrative records 

Training 

This is an administrative record. This record contains lesson 
plans, roster sheets and score sheets for the Field training 
officer certification and recertification courses. These 
records are subject to audit by the Maryland Police Training 
Commission and CALEA (Commission on 
Accreditation for Law Enforcement Agencies). 

Permanent. Retain 10 years 
on-site from revision date or 
discontinue date, then transfer 
to Maryland State Archives for 
permanent retention. 

1-2 Uniform and Equipment Sign Out Sheets 

MCPD Supply 

Records of uniform and equipment issued to employees 

Retain 1 year from separation 
date, then destroy. 

1-3 Emergency Numbers System Board (ENSB) 
Correspondence 

Emergency Communications Center 

Correspondence incoming and outgoing to the Emergency 
Numbers System Board 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Schedule Approved by Department, Agency, 
or Division Representative. 
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Schedule Authorized by State Archivist 
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A g e n c y Montgomery County Government D i v i s i o n / U n i t 
Police Department (MCPD) Administrative Record Series 

I t e m N o . D e s c r i p t i o n R e t e n t i o n 

1-4 General Correspondence 

Emergency Communications Center 

Correspondence incoming & outgoing for Director, Deputy 
Director, Citizens complaints and compliments 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

1-5 
Tour Requests 

Emergency Communications Center 

Requests for tour or sit-along from the public or County 
employees. Provides information for Emergency 
Communications Center Managers to run background checks 
prior to visit. 

Retain 1 year, then destroy 

1-6 Unit Administrative Files 

Fugitive Unit 

Correspondence & Unit Statistics- Unit receives copies of 
warrants and summonses from other jurisdictions for us to 
attain service. When we return the warrant to the other 
jurisdiction (for any reason) we keep a copy of the cover 
letter, the defendant information sheet and any notes the 

. assigned officer;had attached. The letter is a form letter 
' with-the Unit supervisor's signature only. 

Statistics- Screen every 10 
years and destroy all material 
not needed for conduct of 
business, for all other materials 
screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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A g e n c y Montgomery County Government D i v i s i o n / U n i t 
Police Department (MCPD) Administrative Record Series 

I t e m N o . D e s c r i p t i o n R e t e n t i o n 

1-7 Governor's Warrant Records . 

Fugitive Unit 

Open & closed Governor's Warrant requests files include a 
copy of the cover letter to the State's Attorney's Office, a 
copy of the Tele Typewriter (TTY) or Fax advising the 
County the subject is fighting extradition, copies of the 
warrant, report, and if available, fingerprints and 
photographs. Governor's warrant: Refers to a warrant issued 
by the Governor's office and used to extradite a wanted 
suspect from another state, where they are being held under 
arrest, in order to be returned to the warrant-issuing state to 
face trial for a criminal act. 

Retain 1 year from date 
warrant is served, then destroy. 

1-8 
MonthAVeeklv Report Record 

Special Investigations Division 

Reports on unit investigations, training and other activities. 

Screen every 5 years and 
destroy all material not 
needed for the conduct of 
business. 

1-9 Correspondence Record 

Special Investigations Division 

Internal and External correspondence received and copies of 
internal and external correspondence sent. 

Screen every 3 years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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A g e n c y Montgomery County Government C 
Police Department (MCPD) Admini 
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strative Record Series 

I t e m N o . D e s c r i p t i o n R e t e n t i o n 

1-10 
Correspondence and Reference Material 

Office of the Chief - Legal and Labor Relations 

Files contain copies of correspondence between union 
representatives and management on issues and policies. Also 
reference manuals and policies. 

Screen every 5 years and 
then destroy 

1-11 
ECC Work Schedules 

Emergency Communications Center 

Daily schedules of Emergency Communications Center 
Assignments and Leave/Overtime for all Emergency 
Communications Center employees with an emphasis on 
operations. Records are kept in department Telestaff Program 
maintained by Police Technology with daily files created and 
stored on Emergency Communications Center data server. 

Retain 3 years, then destroy. 

1-12 Police Firearms Inventory 

Training 

This is an administrative record. This record type contains an 
inventory of firearms, to whom they are assigned and tracks 
ammunition usage through each weapon. 

Permanent. Retain 10 years 
on-site from revision date or 
discontinue date, then transfer 
to Maryland State Archives for 
permanent retention. 

1-13 
Technology Strategic Plan 

Technology Division 

Annual technology strategic plan which documents a five-
year review of technological needs for MCPD, suggested 
technical options and recommendations for budgeting and 
programming. 

Screen every 3 years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archives for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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A g e n c y Montgomery County Government 
Police Department (MCPD) Admir 

Div is ion/Uni t 
listrative Record Series 

I tem No . Descr ip t ion Re ten t ion 

1-14 
Weeklv Incident Report 

Family Crimes Division - Administrator 

Child Abuse, Domestic Violence, Elder Abuse, Runaways, 
Pedophile case information received every Monday for 
previous week 

Retain 1 year, then destroy. 

1-15 
Weeklv Work Schedule 

Family Crimes Division - Administrator 

Officers & administrative staff Weekly Work Schedule done 
bi-weekly 

Retain 1 year from creation, 
then destroy 

1-16 U Visa Certifications 

Family Crimes Division -Administrator 

Supporting documents requesting U Nonimmigrant Status 
Certification 

Retain 10 years, then destroy. 

1-17 
Mail Requests Lawyers and NonLawvers 

Records Management Section 

Log file of credits/debits for payments of requests from 
insurance companies and citizens for event reports, 911 tapes/ 
cds, accident reports, background checks, case files, photos. 
And Log file of credits/debits for payments of requests for 
event reports, 911 tapes/cds, accident reports, background 
checks, case files, photos, from Lawyers 
Offices 

Retain 6 years from date of 
creation, then destroy. 

DGS 550-1A 
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A g e n c y Montgomery County Government 
Police Department (MCPD) Admir 

Div is ion/Uni t 
listrative Record Series 

I tem No . Descr ip t ion Re ten t ion 

1-18 
Administrative Files 

Animal Services Division 

Include correspondence, memos and reports. 

Screen every three years 
and destroy material that 
is no longer needed for 
current business with 
the following exception: 
Transfer to the Maryland 
State Archives for permanent 
retention any material that 
serves to document the 
origin, development, and 
accomplishments of the 
office and has continuing 
administrative, fiscal, legal, or 
historical value. 

1-19 
Collision Reports 

Data Management Section 

An incident report that documents a collision that has 
occurred in Montgomery County. 

Retain 99 years from date of 
creation, then destroy. 

1-20 Officer Equipment Inspection 

Criminal Investigation Division 

Inspection checklist of officer protective instruments, 
Personal Protective Equipment (PPE), and firearms. 

Retain 1 year, then destroy. 
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A g e n c y Montgomery County Government C 
Police Department (MCPD) Admini 

H v i s i o n / U n i t 
strative Record Series 

I t e m N o . D e s c r i p t i o n R e t e n t i o n 

1-21 
Correspondence 

Major Crimes - Administration 

Incoming & outgoing correspondence 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

1-22 
School Safety Administrative Files 

School Safety Section 

Office Folders containing information on crossing guards, 
guard locations and times, safety patrol camp, patrol picnic, 
and other pertinent information for the school safety section. 
Contained in file cabinet 

Screen every 3 years and 
destroy all material not 
needed for conduct of 
business. 

1-23 County Facility Incident Reports 

Security Services 

Incident reports are written by security officers and County 
employees involving incidents on County property. 
Information includes the type of incident in detail including 
date, time, location, witness/subject information and 
complainant contact name and phone number. 

Retain 3 years, then destroy. 

1-24 
Use of Force and Pursuit reports 

Policy and Planning 

We maintain all of the Use of Force and Pursuit reports. 

Permanent. Retain 3 years, 
then transfer to State Archives 
for permanent retention. 
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Police Department (MCPD) Administrative Record Series 

I t e m N o . D e s c r i p t i o n R e t e n t i o n 

1-25 
Telephone Reporting Unit (TRU) Event Reports 

Telephone Reporting Unit 

Event reports that are taken over the phone by the T R U (Telephone 
Reporting Unit) 

Retain 99 years, then destroy. 

1-26 
CopLoeic Reports 

Telephone Reporting Unit 

Events Reports that are written by citizens online 

Retain 99 years, then destroy. 

1-27 Entrv Level Administrative Records 

Training 

This is an administrative record. The record type contains 
information regarding each individual entry level session 
such as schedules, programs of instructions, final grade 
sheets, class rankings, notices o f probations and class rosters. 

Permanent. Retain 10 years 
on-site from revision date or 
discontinue date, then transfer 
to Maryland State Archives for 
permanent retention. 

1-28 
Policv and Procedure 

Emergency Communications Center 

Divisional policy & procedures consisting o f Administrative, 
Operational, Property Maintenance, and Security. Directs and 
guides the employee on work practices. 

Permanent. Screen every 10 
years and transfer superseded 
versions to State Archives for 
permanent retention. 

1-29 
Expungements 

Data Management Section 

Expunged reports and records. Updated Case Reports that 
have redacted information on persons and records expunged. 

Retain 2 years from date o f 
expungement, then destroy. 
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I t e m N o . D e s c r i p t i o n R e t e n t i o n 

1-30 
General projects 

Policy and Planning 

Project Record for each project done by the division which includes: 
strategic plan, workload analysis, various research, etc 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

1-31 
Project Lifesaver Client Intake & Information 

Training 

This is an administrative record. This record type contains 
biographical information on Project Lifesaver clients. 

Retain 5 years after client 
leaves program, then destroy. 

1-32 Event Reports 

Data Management Section 

Non criminal and criminal police reports of all occurrences in 
Montgomery County 

Retain 99 years from date of 
creation, then destroy. 

.1-33 
Warrants 

Warrant Management Section 

Open warrants for wanted subjects 

Retain Warrant until served, 
then transfer to Circuit Court. 
Follow Circuit Court Retention 
Schedule. 
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1-34 
Admin - Managers & Staff - Meeting Minutes 

Emergency Communications Center 

Manager and Staff Minutes taken at Emergency 
Communications Center's Manager and Staff Meetings. 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

1-35 
Station Tow Logs 

Abandoned Vehicle Section 

Tow logs collected from the district station at the end of each 
month. Ledger documenting each police towed vehicle. Log 
includes reason for tow, tow company, VIN (Vehicle 
Identification Number), description of vehicle and event 
number. 

Retain 4 years from end of 
calendar year, then destroy. 

1-36 Weekly Report 

Criminal Investigation Division 

weekly recap of cases and performance conducted by 
individual investigative sections 

Retain 3 years from 
submission date, then destroy. 

1-37 
Destruction Notices 

Quality Assurance Manager 

Notice allows for the approved destruction of forensic 
evidence. 

Retain 99 years, then destroy. 
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1-38 
Directive historical files 

Policy and Planning 

History and decision trail of the department policies. 

Retain policies and 
procedures permanently. 
Transfer every 10 years to the 
Maryland State Archives. 
Screen remaining records 
every three years and destroy 
material that is no longer 
needed for current business 
with the following exception: 
Transfer to the Maryland State 
Archive for permanent 
retention any material that 
serves to document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

1-39 
Activity Sheets 

Warrants Management, Defendant Analysis, and Data 
Management 

Daily work activity log for the Warrants Management Unit, 
Defendant Analysis Unit, and Data Management Section. It 
consists of the work done by each employee of these sections 
such as reports entered or people entered. It is a way the 
managers can keep track of what each employee is doing on a 
daily basis. 

Retain 30 days from date of 
creation, then destroy. 

1-40 Citizen Academy student record 

Training 

This is an administrative record. This record type contains 
individual student files with biographical and background 
data on each student that attends the Citizen academy. 

Permanent. Retain 10 years 
on site from revision date or 
discontinue date, then transfer 
to Maryland State Archives for 
permanent retention. 
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1-41 
Office of the Chief Correspondence 

Office of the Chief 

Letters from the Chief of Police 

Permanent. Retain 10 years 
on-site, then transfer to 
Maryland State Archives for 
permanent retention. 

1-42 
Standard Operating Procedure Acknowledgement 

Emergency Communications Center 

Notification and acknowledgement of revised Standard 
Operating Procedures. Includes copy of new procedure and 
original signatures of employee acknowledgement of receipt 

Retain 15 years, then destroy. 

1-43 Internal Division Memoranda 

Emergency Communications Center 

Internal informational, instructional, or interim policy 
directions to employees, memorandum from Director, Deputy 
Director, Tech Mgr, Training Mgr, CAD Mgr and 9-1-1 
Coordinator. Includes employee signature as 
acknowledgement of receipt. 

Retain 15 years, then destroy. 

1-44 
Administrat ive Files 

Police Personnel 

Alphabetical personnel-related subject files, i.e. 
requisition/purchases for testing materials, giveaway items, 
multi-lingual, exit interviews 

Retain for 3 years then screen 
and destroy all material not 
needed for conduct of 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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1-45 
Technology Division Standard Operating Procedure 
Booklet 

Technology Division 

Folder containing current standard operating procedures for 
the Technology Division. 

Permanent. Screen every 10 
years and transfer superseded 
versions to the State Archives 
for permanent retention. 

1-46 
Policies and Procedures 

Policy and Planning 

All departmental policies from the first version up to the 
current policy. 

Permanent. Screen every 10 
years and transfer superseded 
versions to the State Archives 
for permanent retention. 

1-47 Regional Automated Fingerprint Identification System 
Standard Operating Procedure 

RAFIS - Regional Automated Fingerprint Identification 
System 

Procedures governing the functions and exams performed at 
RAFIS (Regional Automated Fingerprint Identification 
System). 

Permanent. Screen every 10 
years and transfer superseded 
versions to State Archives. 

1-48 
Bloodstain Pattern Procedures 

Forensic Services Section (Crime Scene Unit) 

Manual instructing the identification and classification of 
bloodstain evidence. Also defines the proper documentation 
and collection of bloodstain evidence. 

Permanent. Screen every 10 
years and transfer superseded 
versions to State Archives for 
permanent retention. 

1-49 
Chemistry procedures manual 

Crime Lab - Chemistry Unit 

Manual outlining the procedures to operate the chemistry lab 
andanalyze criminal evidence for prosecution 

Permanent. Screen every 10 
years and transfer superseded 
versions to State Archives for 
permanent retention. 
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1-50 
Commercial Alarm User Registration Forms 

False Alarm Reduction Section 

Form that all commercial alarm users complete upon initial 
registration of their burglar alarm systems. 

Retain 3 years after account is 
inactive, then destroy. 

1-51 
MCP811 

Field Services Bureau 

Holding Facility Inspection Log- Required by the 
Commission on Accreditation for Law Enforcement Agencies 
(CALEA) to maintain accreditation. 

Retain 5 years from end of 
calendar year, then destroy. 

1-52 FTre (Fourier transfer -Infrared) Standard Operating 
Procedure 

Crime Lab - Chemistry Unit 

Standard Operating Procedure for proper operation and 
calibration of the FTIR. 

Retain for lifetime of 
instrument plus 10 years, then 
destroy. 

1-53 
GCMS (Gas Chromatograph/Mass Spectrometer) 
Standard Operating Procedure 

Crime Lab - Chemistry Unit 

Standard Operating Procedure for proper operation and 
calibration of the GSMS instrument. 

Retain for lifetime of 
instrument plus 10 years, then 
destroy. 

1-54 
Alarm Business License 

False Alarm Reduction Section 

Copy of license that is issued by the FARS (False Alarm 
ReductionSection) to applicants for an alarm business license. 

Retain 3 years after account is 
inactive, then destroy. 
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1-55 
Abandoned Vehicle Case Files 

Abandoned Vehicle Section 

" Case files for vehicles impounded and stored at the 
Abandoned Vehicle Section. Records contains owner and 
vehicle information, Motor Vehicle Administration/National 
Crime Information Center computer data, correspondence and 
disposition information. 

Retain 4 years from end of 
calendar year, then destroy. 

1-56 
MCP 810 

Field Services Bureau 

Prisoner Detention Log- Required by the Commission on 
Accreditation for Law Enforcement Agencies (CALEA) to 
maintain accreditation. 

Retain 3 years from 
incarceration date, then 
destroy. 

1-57 Forensic Bioloev Manual 

Crime Lab - Biology Unit 

Manual outlining the procedures and methods needed to 
conduct analysis of evidence and operate laboratory. 

Permanent. Screen every 10 
years and transfer superseded 
versions to State Archives for 
permanent retention. 

1-58 
MCP 526 

Field Services Bureau 

Evidence Submission Log- Required by the Commission on 
Accreditation for Law Enforcement Agencies (CALEA) to 
maintain accreditation. 

Retain for lifetime of 
instrument plus 10 years, then 
destroy. 
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1-59 
Upload Files 

False Alarm Reduction Section 

Files that are created and electronically sent to the Police 
CAD (Computer Aided Dispatch) system, which contain data 
on all alarm users and alarm companies. Incremental files 
contain any changes that were made to specific records. Full 
files contain every alarm user - currently 71,000 users and 
every alarm company - currently 450. 

Continuous Record. Maintain 
as a perpetual file by updating 
when amended or revised and 
destroying obsolete material. 

1-60 
Crime Scene Unit Procedures and Protocols 

Forensic Services Section (Crime Scene Unit) 

Manual of procedures and protocols for processing crimes 
scenes for the collection of forensic evidence. 

Permanent. Screen every 10 
years and transfer superseded 
versions to State Archives for 
permanent retention. 

1-61 Forensic Services Operations Manual 

Forensic Services Section (Crime Scene Unit) 

Manual of procedures and protocols entailing forensic 
services both in the field (crime scenes) and the office (lab) 

Permanent. Screen every 10 
years and transfer superseded 
versions to State Archives for 
permanent retention. 

1-62 
Procedural Manual for Footwear and Tire Track 
Evidence 

Forensic Services Section (Crime Scene Unit) 

Manual of procedures for obtaining, documenting, identifying 
and comparing shoe and tire impressions. 

Permanent. Screen every 10 
years and transfer superseded 
versions to State Archives for 
permanent retention. 

1-63 
Firearms and Toolmarks Unit Procedures and Protocols 

Firearms and Toolmarks Unit 

Manual of procedures for obtaining, documenting, 
identifying, test firing and comparing firearms, ballistic, and 
toolmark evidence 

Permanent. Screen every 10 
years and transfer superseded 
versions to State Archives for 
permanent retention. 
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1-64 
Alarm Business License Application and Renewal Forms 

False Alarm Reduction Section 

Application form completed by alarm and monitoring 
companies to apply for an Alarm Business License for 
Montgomery County. This allows them to install, monitoring, 
repair and respond to burglar alarms. 

Retain 3 years after account is 
inactive, then destroy. 

1-65 
Reinstatement Letters 

False Alarm Reduction Section 

When an alarm users satisfies a violation that put them into a 
suspended police response status, we send letters to the alarm 
user, alarm company and monitoring company advising the 
violation was satisfied and they can start getting police 
response again. 

Retain 3 years after account is 
inactive, then destroy. 

1-66 Suspension Notices 

False Alarm Reduction Section 

Copies of letters sent to alarm users, alarm companies and 
monitoring companies when an alarm user is placed in a 
suspended police response status for violation of Chapter 3A, 
Alarms. 

Retain 3 years after account is 
inactive, then destroy. 

1-67 
Upgrade Certificates 

False Alarm Reduction Section 

Upgrade form that certifies a licensed alarm company has 
upgraded an alarm system to meet current county installation 
standards as defined by law upon the 6th false alarm in a 
calendar year. 

Retain 3 years after account is 
inactive, then destroy. 

1-68 
Firearms Exam Unit Administrative Manual 

Firearms Exam Unit 

Manual to describe administrative procedures associated with 
the firearms exam unit. 

Permanent. Screen every 1 0 
years and transfer superseded 
versions to State Archives. 
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